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GSA FORM 3399 (REV. 7-91)



Instructions for Preparing and Completing
GSA Form 3399 and the GSA Standard
SES Performance Plan

1. Preparing Performance plans. The executive's performance plan
consists of standard critical elements and performance standards
established by the ERB, which are supplemented by specific
organizational goals and objectives.

a. The executive and rating official jointly develop the goals and
objectives that complete the plan, utilizing the annual strategic
planning process and/or in additional goal setting sessions.

b. The rating official and executive should sign and date the top
portion of GSA Form 3399, GSA Senior Executive Service
Performance Appraisal, to document that the plan was discussed and
understood.

c. Performance plans should be completed within 30 days of the
beginning of the rating period or new appointment. Performance
plans should also be updated within 30 calendar days of
reassignments that occur during the performance appraisal period.

2. Rating critical elements . Assign one of the following five ratings
to each critical element:

a. Outstanding . Performance normally significantly exceeds the
standards for fully successful performance. Performance in the
element typically is characterized by accomplishments of the types
described as outstanding in the GSA Standard SES Performance Plan.

b. Highly Successful . Performance normally exceeds the
standards for fully successful performance, but not to such a degree
as to be described outstanding.

c. Fully Successful . Performance consistently meets and may
exceed at time the standards for fully success performance and rarely
or never fails to meet them.

d._Minimally Satisfactory . Performance occasionally fails to meet
the standards for fully successful performance but not so frequently
or to such a degree as to have a significantly negative impact on the
performance of duties within the applicable critical elements.

e. _Unsatisfactory . Performance fails to meet the standards for
fully successful performance so frequently or to such a degree as to
have a significant negative impact on the accomplishment of the
work of the critical element.

3. Determining the summary rating. Review the ratings assigned to
the four critical elements in the performance plan and record the
appropriate summary rating. Determine the summary rating as
follows:

a. Outstanding in all elements or outstanding in three elements
and one highly successful element - summary rating is "outstanding.”

b. Highly successful in all elements; highly successful in three
elements with one element outstanding or fully successful; highly
successful in two elements with remaining elements outstanding -
summary rating is "highly successful.”

c. Fully successful in all elements or fully successful in two
elements with remaining elements outstanding, or highly successful -
summary rating is "fully successful."

d. Marginally successful in one or more elements - summary
rating is "marginally successful.”

e. Unsatisfactory in one or more critical elements - summary
rating is "unsatisfactory.”

4. Recording summary rating levels . Indicate the summary rating
level and record a brief narrative in the space provided on GSA Form
3399.

5. Issuing Ratings .

a. The rating official completes the performance rating form,
assigning the executive an initial rating, and then discusses the rating
with the executive.

b. Upon receiving the rating, the executive indicates on GSA Form
3399 whether he or she wants to make a written response and
requests a review by a higher level official. Written responses must
be completed within 15 days of the rating.

c. Marginal or unsatisfactory ratings must be accompanied by a
recommendation for appropriate action. Rating officials should
contact the Office of Human Resources (CP) for guidance on
preparation of the recommendation.

d. The PRB reviews the performance appraisal for each executive,
the response of the executive, if any, and higher level written reviews
and recommendations before recommending an overall performance
rating to the Administrator.

e. The Administrator reviews the PRB's recommendations and
assigns the final rating. The Inspector General assigns the final rating
for executives in the Office of the Inspector General.

6. _Consequence of final rating . The final rating affects the status of
senior executives as follows:

a. Executives who receive minimally successful ratings will be
provided assistance in the form of: formal and on-the-job training,
counseling, closer supervision, and detail assignment(s).

b. Executives who receive two unsatisfactory ratings must be
reassigned, transferred within the SES, or removed from the SES.

c. Executives who receive two unsatisfactory ratings in a period
of b consecutive years must be removed from the SES.

d. Executives who receive less than fully successful ratings twice
in any 3 consecutive years must be removed from the SES.

e. Executives who are career appointees and receive fully
successful or higher ratings are eligible for a performance award.

f. Executives who are eligible for recertification will have

performance appraisals considered as a factor in decisions to
recertify, conditionally recertify, or non recertify. (See Ch 12).
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